IR P 1 S0

’ oY T RT T Georgia Department of Labor
" ' APPLICATION FOR RECORDS RETENTION SCHEDULE Employment Security Agency "

: Administrative Services Division
f Records Management and Controls

INSTR UCTIONS The Records Management Officer of the Agency’s Records Management and Controls Unit will be of assistance in com-
pleting this form. After Division Director/Designee has srgned the form, forward original to Administrative Services Division, Records
Management and Controls, 130 Memorial Drive, S. W, Atlanta Georgsa 30303. Attentron Reeords Management Officer

FOR AGENCY USE 1. Agency Address : FOR RECORDS MANAGEMENT USE
Application Date . .Georgia Department of Labor: Application Number
!Employment and Training Division -

?/26/8; - CETA Training Section 5 7'_‘5 d\@‘ ACO v
Application umber : 501 pulliam Street, S.W., Room 350 aktdeAYecgwe 198_§ a;‘ey 1mp et

| DL-019 Atlanta, Georgia 30312 . . | R B 9 1982
2 Person to Contact Working Title Telephone Number

Billy J. McLeod _State Employment Section Supervisor 656 - 3166

3. Action Requested
a. [0 Establish Retention Schedule’ ‘reeord will continue to accumulate,
b. [T Dispose of present accumulation; no further accumulation anticipated.
_¢. [@ Amend Application NoZ2-101 & 75-101A__ Check One: [JChange; K] Supercede; [J Void

4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest Comprehensive Employment and Training Act (CETA)
7/74 | Present On-The-Job Training Project File
6. Division and Office Functuon R What is the function of the Dmslon and the Offroe in whlch this reoord senes is created?

The Employment and Tra:.m.ng D1v151on under the general administrative direction of the
Deputy Director, Employment Security Agency, is respon31b1e for the development,
implementation and supervision of CETA Programs.

The CETA_Training Section reviews requests for training and prepares contracts for funding
of projects, interprets and releases to staff and local office any changes in procedures.

7. 'Reeord Series Description This file contains the followmg documents (include form numbers and titles, if any):
Attach samples of the file,
Documents relating to: Developing &nd funding OJT projects in compliance with the

Comprehensive Employment and Training Act (CETA) of 1978.

Included are: Information furnishiné dates training was started and completed, number
' of days in training, cumulative reimbursement earned, and activity
involved in training.

Forms Included: CETA On-The-Job Training Program Contract (CETA Form 302),
) CETA OJT Program Supplemental Agreement (CETA Form 330),
- CETA OJT Worksheet (CETA Form 303W/S), -
CETA Monthly OJT Program, Progress Report/Invoice (CETA Form 303)and
Related correspondence. ‘ -

- RSN L P
~ < K e A S

File is arranged: ‘Geographically by area ; thereunder numerically by project number.
8. Monthly Reference Rate “How often are reeords referred to which are: )
One to six months old 0 ; Seven to twelve months old 2__ ; Thirteen to twenty-four months old 1 ;
twenty-five months and older 0 7
9. Annual Rate of Aceumulation of Records :
Letter-size drawers 3 ; Legal-size drawers e ____; Shelves _ ; Other (specify)
§ - N {Over) T ESA-144 (3/80)

——

(AR-50-71)
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YES| NO | 10. Questionnaire {Place an X" in the propér cqlumng L. ) " ; e o
N a. Is this the official copy of the senes? o _ L ‘
X If not, where is it? ‘ ' : '
| b. Does the series contain crnfldentlal information requiring security handling? |f yes, cite law or regulatlon i
X1 |- Georgia Code 54-237(1) and 54-642.1 .
x || ¢ Isthis a vital record? : g
X | d. Does this series have historical or long term research value? : /

-y

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these documents
be scheduled separately? ;

X | f. is the information contained in this series ever ‘published? 'If yes, attach copy.

g. Is the information contained in this series ever anal yzed and/or recorded in a summarized rep_nrt?

X ‘ If yes, attach copy. . o ) ‘ ' i

| | h. Isthere a duplication of this series in your office, or in another office or agency? ’
x|  !Wyes where? GhoL Fiscal & Central Records, GSES Trng Area Off.; Contracting Emplover,}

X _|_i._Is this series for a major portion of it) regularly microfilmed?

X j- _Does the record series result in a computer printout? o i i

11 "Retention Requirements ' '7 The following requires the series to be kept:

a. State Law T years. d. Audit period . years, :

b. Statute of limitation ___years, e. Admnnnstratlve need . years. ‘

i

c. Federal Law ’ 3 years. f. Federal retention mstructlons 3 years.

Attach copy or excert of laws or regulations. Explain administrative need.

P.L. 95-524 (CETA) dtd 10/27/78, Sections 103(a) (11) and 133(a) (1),
41 CFR 29-=70.203-2, 29-70. 203-—i(b) ; 29-70.203b-1 and 29.70.203b-2.
GDOL Administrative Procedures Mariual Part II, Section 11716.01. - : .

Records to be availablé to Secretary of Labor for lltlgatlons, audits and claims.,

12. Approved 6:sposrt|on Instructions This agency recommends that the file serles be cut off at the end of each:

‘.

| |
ESA Diregtor (Srgnature) o Date - - | - Regords Management Ofjicer (Signature) | Date I

l

— - '[

|

!

if' - oL
[:I Calendar Year m"hscaf Year O Other e e e - then,
ﬂ Held in t.heﬂcurrent files area rnonth(s) 1 ] Vear(s} then AR
~ 1] Transfer to local holding area; hold o year(s); then
(M Transfer to State Records Center: hold 2 year{s); then
] Destroy.

[ Transfer to State Archives for permanent retention. ‘
[X)Other (Specify) pestroy on the satisfactory completion of all audits, cliams or litigation

These instruction’s apply to all prior and future accumulations of the series,
DIVISIOI'I Director/Designee (Signature) : Date

Yé/cuaf)%),uﬁa Y-2-F2 Mnﬁf %M 5-3-§2

Recommendations in paragraph ' ) B
12 are apptoved. (/f disapproved, State Auditor/Designee

attach letter of explanation.) — — e .
/ Secr%atemesignee

B 7 e e e - vy o e — R

/ _ Attorney General/Designee

ﬁ?everse Side)F




GEORGIA DERARTMENT OF LABOR
EMPLOYMENTSECURITY AGENCY
ADMINISTRATIVE SERVICES DIVISION
RECORDS MANAGEMENT AND CONTROLS

APPLICATION FOR
! ' AMENDMENT TO RECORDS RETENTION SCHEDULE

&

{

Application NLm’ber

FOR STATE RECOR DS MANAGEMENT DIVISION USE

 Application No. Date Completed

Application Date: Ju]_y 30 ]_980
Date Received
SEP 181380
Record Series Title: 75-101 On- Ehe-job Training Person to Contact:
Project File ! : -
tem number to be amended: ~ Ttem 16 on old form Telephone No.

‘ Item 10b on new form (3/80)

Reads as follows: ''mo" on confidentiality of records

Amended to read:

“6a G’v/{ 59642 ¢

Reason for rt

made "availa

mation

therefore make al
AUTHORITY:

. - e L b
. Division Direc

ESA Director:

State Auditor/Designee:

Sec@% S

Attorney General/Designee:

" L 3]

yes' on confidentiality of records

S 9-£27(/)

yee records under C

Public service em
E cords including fina

ange:
ion;

to the publie to
about its employee

availab

‘Federal

tor/Designee:

[ TS

tate/Designee:

75-10-0 NOV 17 1980

e ———— ey

656-3040

.203b-3b1, 2.

Date

D ate

Date

Date

remain open to Eublic
ial records sha

1 be

{O— ?u—ju

[10- 27~ 50 .

VAT a RN (2

ESA-143 (3/80)



- . N SIATE OFPPICE CP SECAETARY OF BTATE

oF Application for DEPARTMRET OF ARCHIVES 4 WISTORY - PaeE
GEORG IA RECO%DS DISPOSITION STANDARD

RECORDE MABAGENINT DIVISION

1, tepiication Date INSTRUCTIONS | Set sepanate ingtructions for completion :f ] FOR RECORDS MANAGEMENT DIVISTON USE

3-17-75 front and reverss of this form. Sign eriginal and two Eoptll Pate Neceived ; lppllrluan vo. Late Completed
D Autncy Applicstion Ro. and foruard ta r\.p.n-uf of ..-ea.w.. ‘and History, attention M MAR 1 9 1975 APR

DL-0‘9 Recnrda mandagement ﬂff:ccr . ‘ 75 |o‘ 1 5 1975
B.AGIICI, Divielrn, Subdivision & Administering ffice Address Peraon to Contart
epartment of Labor . :
Manpower Programs Operations Division . Clifford L. Granger
CETA Training Section ' 8 .
501 Pulliam St., S. W., Room 350 5 vorkiaa Titie ST

12 ' State OJT Coor. 656-3166
T. kHiiaN REQUégi
.l ESTABLISH DISPOSITION STANDARD DISPOSE OF PRESENT ACCUMULATICN;
. RECORD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPATED.

B.Earliest & Latest 9. EMact Series Title

Dates of Series (CE Tﬁ‘
July 1974 - Present COMPREHENSIVE EMPLOYMENT AND TRAINING é_‘// ON-THE~JOB TRNG. PROJ, FILE

10.

What is the function of the office in which this record series is crested?

The Manpower Programs Operations Division under the general administrative direction of the

Deputy Director for Manpower, Employment Security Agency, is responsible for the development,
implementation and supervision of manpower programs.

CETA Training Section - Reviews requests for training and prepares éontracts for funding of
projects, prepares monthly report for all allowance payments, interprets and releases to
i staff and local offices ‘any changes in procedures.

l}; This file contains the following documents (include form numbers and titles, if any,
F and file arrangement ).

Documents relating to; Developlng and fynding 0JT projects in compllance
wlth the CET Act of 1673,

| Included are: TInformatien furnishlng dates training was started and
completed, number of days in training, cumulative reimbursement earned,
and activity involved in training. Forms included are Declaration of
Interest in Conducting On~theJob Training Under the CETA, {CETA Form 301},
Comprehensive Employment and Training Act On-theJod Tralning Progran
Negotieted Fixed-Price Contract (CETA Form 302}, CETA OJT Program Supple-
mental Worksheet (no form no.), CETA-OJT Work Sheet for CETA-303, CETA
Monthly OJT Progrem, Progress Report/lnv01ce (CETA Form 303), Client
Status Change Notice (CETA Form 3), Contracts between companies involved
in the OJT program and the Ga. Dept. of Labor and related correspondence.

.
L%

. TFile is arranged: Geographically by area; thereunder numerically by
project number.

| ATTACH SAMPLES OF THE FILE '
]3;. lrﬂL”P-llT ACCHPIEL . .

fa. of Dravers Cu. ?t. ot Recorde f Ro. of Drawvers Cu. FPr. of Records

ANNUAL B " n
Letter-uite File Dravers L RATE OF ACCUMULATION

3 4.5 - 3 4.5

In Officein]) In Storage Arealn)

Legal-olte Flle Cravers

Ficor Space Occuptlad {Square Peet)

. his Last Preceatagfals Prior
Tear ‘s Yeal's Year's Years'

AVERAGE DATLY WEFELRENCES 10 7 0 0

Porm AR-30.T) -
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1r anaver je "YEI5S, "

QUESTIONNAIRE Place a2 "z in the proper column. plesse explain Y’ES
13, Is this the Record Copy pf the series? X1 [
lh Is there a dugllcat1on of thls series in another office or agency? , x] [ ]
an& nggiag & flsgglhOfc., Central Records Unit, GSES Training Area Ofc
15. the 1into agqg dontathef%PY ‘this' series ever summarlzed or published? 1 [x)
Attach copy of summary or publication.
16. Does the seriés contain classified information requlrlng security handling? [ 1 [x]
17. Does the series initiate, amend or terminate agency policies and procedures? [ 1 I[x]
{ 18. Could the function be performed if the files were lost or destroyed? x]1 [ 1]
19. Is the series (or mejor portion of it) regularly microfilmed? If yes, why? [ 1 [x]
20. Does the record series ptovide data as input to an EDP file? [ 1 [x]
- 21. Does the record series contain documentation produced as EDP printout? [1 K1
~ 22. Has the Federal Government issued instructions governing the retention/dispo- .[X] [ ]
sition of these files?Employment Security Manual, Part I, Chapter 11700 and
Agency Administrative Procedures Manual, Part II, 1171e. 01
. 23. Will there be a need for these records 10 15 years from now? If yes, what? [ 1 [x]
o 3 yrs. following final action on

2k, REQUIREMENTS. The following requires the files to be kept project

a.{ ]STATE
LAW

b.[JSTATUTE OF  c.[]AUDIT d.K]JFEDERAL  e.[ ]JADMINISTRATIVE
LIMITATION PERIOD LAW DECISION
(Cite'Law, Statute, or other reason for the retention requirement)

Administrative Procedures Manual - Part II, 11716.01

"GRETA recqrds become obsolete 3 years from date of last action taken on _project."

years :(£inal action is

the 6-month follow-up on trainee)

f.[ JHISTORICAL
VALUE

¢ - -

Upon completion of 6-month follow-up of all tralnees, transfer to

inactive file.

Cut-off inactive file at end of each fiscal year; hold in current

files arees 1 year; then .
CET Section (Central Office] File:

F Center; hold 2 years; then destroy.

?Transfer.to State Records

" District Office File:
years'y then destroy.

Transfer to local holding areaj; hold 2

o .
b = SRR L

S v ol 3
25 AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the endii?
of each —[]CALENDAR YEAR -[]FISCAL YEAR, —ﬁdOTHER See below ,then: ;?

¢

t Offyéer (Signature) Date _
M (ﬁ' ﬁwﬁg 47-75 | ) OTHER REQUIRED SIGNATURES DATE
commendations |4 ncy Head/Desigmee . "
in paragraph 25 Disapproved {37 -/7-2)
are: stgnee B
Ap roved;[ 1 Disapproved M CAN-TS

STATE RECORDS
COMMITTEE

9f State/Deaignee
q;[ ]491sgpproved

Sec, eﬁﬂ

>

¥-11-74

v




